Presentation Skills
4. PowerPoint has an excellent on-line tutorial and help system. Use it when you are preparing your presentation so that you can make full use of its facilities (such as time monitoring, hand-outs and notes).
5. Don't be tempted, because of PowerPoint's capabilities, to make your slides too 'busy'. That will distract the audience's attention.
6. Even if you are giving your presentation in a well-equipped room, technology can go wrong. Print out your PowerPoint slides on to transparencies, so that you have an alternative.
HANDOUTS
Handouts are useful in three ways:
1. To show data that are too detailed for a visual aid, such as transcript data from interviews, or mathematical calculations. If there is a lot of detail, the points you want to refer to in your presentation should be clearly highlighted in the handout. The handout is given immediately before the presentation, and then referred to.
2. To provide a "signposting" framework to guide the audience through your talk. In this case, the hand-out will be a note-frame, which is given out before the presentation. Don't put too much into it, or the audience will read the handout instead of listening to you.
3. To act as a record of your presentation, which the audience can take away. This could be either a note frame or a fuller text. For this 'record' type of handout, it's common practice to add your address and email address, so that people working in the same field can contact you later. Some presenters like to give out this type of handout at the end of their talk, so that the audience listens with full attention. Others give it out at the start, as a support to listening.
Keep your handout short -one page if possible.
NOTES
Visual aids often provide sufficient support for your presentation. If you feel you need notes as well, remember that they will be more to cope with during the presentation: you will have to deal with the visual aids, the notes, and the audience. 
